
Submit a License Registration Application (City, Fire or State License) 
 

The ACA portal account must be created as the license holder (individual). Please do not create the 

portal as the organization or company . 

 

1. Login to our online portal for the licensed professional.  

https://aca.sanantonio.gov/CitizenAccess/Default.aspx  

2. Navigate to the General Information section. Select Create General Application.  

 

 

3. Accept Disclaimer. Click Continue Application  

https://aca.sanantonio.gov/CitizenAccess/Default.aspx


 

4. Select License Professionals. 

 

5. Select if license registration type is City, State or Fire. 



 

 

 

 

 

6. Select the license type from the drop down options. 

 

 

 

 



7. The Applicant information that displays on this page should be the License Holder. 

Continue Application. 

 

 

8. On the Contact List, add the ale that is associated with the license holder information. 

Please use the Look Up feature.  

 

 



 

 

9. Select Type of Contact of Company Name/Business Owner. Select the Mailing Address. 

Click Continue  

   

 

 



10. Select Continue Application. 

 

  

11. If applicable, select the type of work. Please note: These options may look different 

based on the license type. Please note: State Licenses will have a question that 

requires you enter the new State License Expiration Date.  

12. Click Edit Selected.  

 

 



13. Check the Selected option to confirm. Click Submit.  

 

 

 

14. The selected options change to YES.  

 

 

15. Read and check the Certification Disclaimer (s).  

 



 

 

16. The next 2 screen may not appear for all license types, but if they appear, answer 

questions or accept disclaimers.  



 

 

 

17. You will be prompted to upload the copy of your insurance. Click ADD to upload a copy.  

 

 



 

18. Click Add again and Select the file you wish to upload.  

 

 

 

 

 



19. Once uploaded at 100%,  Click Continue. 

 

20. Select the TYPE of document you wish to upload.  In this case, the Certificate of 

Insurance is required.  

 

 



21. To upload additional documents, repeat the process above. The confirmation page will 

show the document(s) are uploaded. Continue Application.  

 

 

 

22. Review your application  



 

23. Read the Oath and check the box that you agree.   By checking this box, I agree to the above 

certification. 

24. Click Continue. 



 

 

25. The system will generate an application confirmation. Staff will receive and review your 

application. You will receive a notification when fees are due, if applicable.  

 

 

 

 

  

 

 

 

 



How to renew a City or State License in ACA  
 

Licensed Professionals can renew their license 30 days prior to expiration. The licensed professional will 

receive a 30 day email reminder. The licensed professional will also receive an email notification once 

the license is expired.   

Renew a license, please log in to the ACA portal account that belongs to the license holder (individual).  

 

26. Login to our online portal for the licensed professional.  

https://aca.sanantonio.gov/CitizenAccess/Default.aspx  

27. Go to the HOME tab and select MY RECORDS.  

28. Navigate to the Licensing Section and to view records, click on the black arrow on the 

left of LICENSING.  

 

29. Locate the license you need to renew. Click on Renew Application. 

 

https://aca.sanantonio.gov/CitizenAccess/Default.aspx


30. The next page is read only. Simply verify the license you are renewing.  

31. Continue Application.  

 

32. The next section is read only. {ƛƳǇƭȅ ǾŜǊƛŦȅ ǘƘŜ ƭƛŎŜƴǎŜŘ ǇǊƻŦŜǎǎƛƻƴŀƭΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ  

33. Continue Application.  

 

 



34. ¢ƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ ƛǎ ǊŜŀŘ ƻƴƭȅΦ {ƛƳǇƭȅ ǾŜǊƛŦȅ ǘƘŜ ƭƛŎŜƴǎŜŘ ǇǊƻŦŜǎǎƛƻƴŀƭΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ  

35. Continue Application.  

 

 

36. The next section is read only. Simply verify the licensed prƻŦŜǎǎƛƻƴŀƭΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

Please note: Type of Work options may look different based on the license type.  

37. Continue Application.  

 

 


